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PROCESS OVERVIEW

This guide is for department staff that approves other employee’s hourly, vacation,
compensatory and sick tfime. It will also allow you to approve Furlough time, when applicable.
You can either be a department time administrator or a manager in the department
(depending on how your business is set up).

In order to use the screens shown in this guide, you must have the PeopleSoft role of:
HCM Dept Time Administrator or HCM Dept Pay Manager.

NOTE: if you have people that report to you, you will already have the role of HCM Dept Pay
Manager.

Instructions for seeing what roles you already have are at this URL:
http://help.asu.edu/sims/selfhelp/SelfhelpKbView.seameparature_id=8373-8193-6084

Instructions for request a new role are at this URL:
http://help.asu.edu/sims/selfhelp/SelfhelpKbView.seameparature_id=8373-8193-4476

It is important to be aware of the various deadlines that are shown in the Payroll Calendar

https://cfo.asu.edu/hr-calendars
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Access the Time and Labor Screens Through My ASU

1. Open aweb browser

Go to www.asu.edu.

Click on “My ASU”

Login with your ASURITE ID and Password.

Click on “Manager” tab in the My Employment areq,

A A

Click on “Time Management”

There are several choices to view and edit fime and leave reporting - additional information is
shown if you ‘hover’ over the verbiage:

* Approve Reported Time

* Input Employee Time

* View Employee Reported Time
* Verify No Errors

« Time Search Options Cpae [Mepeiiz] e
See all employees —

View individual timesheets,

view details
My Employment
Time Payroll Benefits Travel Manager
Job Information PTR | PTRWorklist
Personal Information Online Renewval
Time Management Time Management !
Input Employee Time
Approve Reported Time _~ See which employees have
Job Openings > | HRF  Input Employee Time hours that need to be approved.
Yieww Employee Reported Time Approve all at once.

J ‘erify No Errors
facu Time Search Options

ASU C

View Employee Reported Time
See hours put in by all of your
employees at one glance
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Search for Employees via Time Sheet
You can search for your employees in several ways:

Individual Employee
List Employees by Group ID, Business Unit or Workgroup

My ASU

l Search Results
Approve Reported Time

Miew 100 First & 1ot o Last
H Group ID Description Short Description
Timesheet Summary e

UTO Planning and Progs Skysong U0105001

v Employee Selection Criteria I

Description Value
Group ID @y
Empl ID Q@
Empl Red Nbr Q@
Last Name Q@
) = Search Results
First Name @ : ;
Miew 100 First [4] 1190119 [}] Last
Business Unit ( ™ Business Unit Description
. A- President's Office
Workgrou )
y P B - Provost Tempe
Paosition Number el C - Public Affairs
D - Business & Finance
E - Research
F - Student Affairs
G- West
Clear Selection Criteria Save Sel | Search Results H - Board of Regents
Wiew 100 First [g] 17 of7 [3] Last - Pobdachnic

up Description

Academic Benefit Eligible
Academic Non-Benefit Eligible
Hourly Benefit Eligible

Hourly Non-Benefit Eligible
Salaried Benefit Eligible
Salaried Non-Benefit Eligible
Students

OCIick for Instructions
YIShow Schedule Information

Show lists of employees

You can use the fields: Group ID, Business Unit and/or Workgroup to show you a list of
employees that you have access to as a DTA, based on your security.

For example, you want to view Students in the Downtown Phx area. You would enter:
Workgroup: Students

Business Unit: Downtown Phx

Note: Workgroups dictate which TRCs are available on the time sheet for each employee.

Page 50f22



%Q UTO Training

Group IDs put employees in one or more groups and give the DTAs access to certain groups of
employees. Each DTA has access to at least one group id.

Show one employee

You can search for a single employee: EMPLID (10 digit number, beginning with 1000 or 1200),
First Name, Last Name and/or Position number. Note: Capitalize the first letter of the name
fields.

Once you have set your search criteria, click on “Get Employees” button.

Search by Group ID:

Depending on your circumstance, the employees you approve time for may all report into a
group.

To find your group ID - follow these steps:

1. Click on the magnifying glass next to the “Group ID" field”

v Employee Selection Criteria
Description Value -
Group ID | @ I

2. Click on “Advanced Lookup”

" Look Up

Look Up Value

Search by: |GroupID s bedins with

- LookUp Cancel DAdvanced Lookup

Search Results

View 100 First [q] 1ot1 [3] Last
Group ID Description Short Description

....................

{00582 UTO Planning and Progs Skysong U0105001

Csiamasiasss.

Page ¢ of 22



3. Change the Description from begins with to contains

Look Up

Look Up Value
GroupID:  ‘hegins with v ||
Description: | begins with |
: Look Up not= ancel :Basic Lookup
=4
<=
=
SearchRe __
Wiew 100 | between First [g] 10t [3] Last
Group ID Deilﬂm— Short Description

00592 UTO Planning and Progs Skysong U0105001

4. Type in a word that you think may be in your group’s description.
Click “Look Up”

UTO Training

6. Once you find your group number, you can type it into the “Group ID"” field to quickly
list the employees you need to approve time for. (you can also click on it directly)
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Approve Employees’ Time via Reported Time Screen

My ASU

Approve Reported Time

Timesheet Summary

+ Employee Selection Criteria

Description Yalue

Group ID ’WQ
Empl ID [
Empl Red Nor [ &
Last Name [—Q
First Name [ e
Business Unit ,—Q
Workgroup ,—Q
Position Number [—Q

© Clear Selection Criteria ~ Save Selection Criteria Get Employees

OCIick for Instructions

Show Schedule

If the Select box is grayed out, this employee has sponsored funding. To approvelcertify the effort, click on 4
View BY: [yyeey ~| Date: [11/14/2012 |5y (@Retresh ) == Previous Week

ﬁj‘ For Martha Steinacker, Time Needing Approval From 1112/2012 - 1118/2012

__‘ . Job Hours to be Reported  Scheduled N
! e Description Approved Hours Hours R
i . Student
SR
O Worker | 4.00 4.00 0.00
Instructional
O | Sesiocar 12.00 12.00 0.00

! 2
™ selectal [ peselect &l l

[ Approve Selected ” Deny Selected ]_l

This is an example of the “Reported Time” screen. Notes about this screen follow on the
next page.
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From here, you can approve hours of one or more employees.
1. Click on the check boxes next to the employees whom you want to approve and

2. Click on "Approve Selected” or “Deny Selected”. All enfries for that employee will be
approved or denied.

Tip a: You can go one level deeper by clicking on an employee’s name and
then approving or denying individual entries. See below for further directions.

Tip b: If the selection box is grayed out, but there are hours to approve, the
employee has effort reporting hours. You must approve them on the detail
screen by clicking on the employee’s name.

Tip c: If you have navigated to a time period in the past, you will see this
message. It warns you that you are dealing with data in the past and that the
employee’s pay will not be affected by your changes.

3. Once you click on “approve selected” or “deny selected” you will see two more
screens.

4. The first screen allows you to cancel if you made a mistake.
i =

| Are you sure you want to approve the time selected? (13504 ,2500)

| Once the page is saved, the time cannat be "Unapproved"
Press OK to Approve or press Cancel to not save the approval.
1
i oK Cancel

1]

6. Click OK to continue.

7. The second screen will show that the changes you made have been confirmed.

Timesheet

Approve Confirmation

“ The Approve was successful.

8. Click OK to confirm.
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Approve, Deny, Edit, Add or Delete Time for an Employee

When you click on an employee’s name, you can then approve or deny individual entries in
their record.

Timesheet
Amber Hurst Employee ID: 1201912794
Job Title: —radent Worker Il Employesd umber: 1
=]
O : Hourly Rate 10.00
View By: ‘Date: (101292012 [3) |2 Retresh | == Previous Week Next Week ==

eported Hours: 1000Hours  Scheduled Hours: 0.00 Hours

From Monday 10/29/2012 to Sunday 11/04/2012

500 | 500 | 10.00 | STH - Student Hourly Regular) v |

\ Submit/Certify |

0 Reported Time Status - click to hide

Select Date Status Total Time Reporting Code Comments
[ 10i29i2012  Needs Approval E ‘ 500 STH @)
[T 10£31/2012  Needs Approval ' 5.00 STH O
¥ selectal | peselectan | || Approve Selected | Deny Selected |

@ Reported Hours Summarysakakdo view

€ Balances - click to view

View Paycheck
Return to Select Employee

The steps involved include:

Tip A:

Use the “Select All” and “Deselect All" to mass select/unselect entries.
Tip B:

Use the “View By” and "“Date” features to change the time frame.
Typically, you will view by time period (2 week intervals).
Tip C:

Use these links to quickly jump to new time periods and/or a different employee. You may
make changes up to 120 days into the previous time periods.
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Tip D:

If your security access and business process allows is correct, you may have the ability to add
and edit hours to the employee’s record.

If the new hours are of a different TRC -Time Reporting Code (for example, vacation instead of
regular)

Click the + sign at the right end of the last row to add a new row of data.
Put in the number of hours and TRC.

Click on “Submit/Certify”.

Tip E:

Approve or Deny the hours by clicking these buttons.

Weekly Time Calendar View
Reported Hours

1. Click on the Weekly Time Calendar view in the View Time menu.

|

Favorites = Main Menu
v v
Search Menu:

®
BEX

Menu (21 ASU Customizations
Search: 3 Self Service
(1 Effort Reporting

> My Favori ~ Manager Self Service
E g:?si'::; 3 Recruiting (1 Time Management - - -

b Effort Rep (-1 Workforce Administration (1 Job and Personal Informat (1 Approve Time and Exceptions
D Manager! ~ penefits {3 Compensation and Stock (1 Report Time 4

E ‘?V%":':;girg £ Time and Labor . ' [_j \:ae;;_ler::earch Options | "\ Monthly Time Calendar
[ Benefits (=3 Payroll for North America » =l [E) Weekly Time Calendar

p Timeand
(3 Workforce Development |- Daily Time Calendar

> Payroll for | o izational Devel t
[> Workforce — Organizational Developmen [ Payable Time Detail
J Compensatory Time

v v v 4

>

[> Organizat (=3 Campus Community

P Campus ¢~ student Recruiting
[> StudentR  ~ -
»> Student A [ Student Admissions

v v vy owvow

Look up your employee using their ID # or criteria of your choice.
Click Get Employees
Click on the radial button titled Reported Hours

o M 0D

Click a checkmark into the Show Symbols area. This will color code the various types of
pay an individual has generated. Eg. REG hours are green.

6. Click on the View Week button to bring up Reported Hours.
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Weekly Time Calendar

v Employee Selection Criteria

Group ID L
Empl ID [ e
Empl Red Nor T
Last Name [ e
First Name [—J
Business Unit ’—J
Workgroup [—J
Position Number @|

Clear Selection Criteria Save Selection Criteria Get Employees |

(i) Click lcon for Instructions

ne Calendar Weekly Time Calendar Mornthly Time Calendar

W £ Previous Week | Mext Week

@ Reported Hours %ble Hours

i ﬁ | h
Show Schedule -\“_Jihnuuinlim Show Plannd Overtime
Show Training Hours Show Symbols Show Excep ions

View Week

Weekly Time Calendar

Employee Job Title Monday Tuesday Wednesday Thursday F
— Student Worker | [rEG -03.00] [REG -07.00] =
- o Student Worker I [EEcosm) -  [EEcceon] -
Support Systems Analyst

v— Senior ; ; - -

nanne Y Designer Instructional (IT) - - = =

[ TR TR Specialist = - - -

LR i Instructional Designer - - - -

oy -y Manager - - - -

Legend

Regular Time
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Payable Hours
1. Click on the Payable Hours radial button.

2. Click on the View Month button.

Note: The Monthly, Daily, and Payable Time Detail views are useful as well.
Note: Click on the hours links to view details about them.

Daily Time Calendar Weekly Time Calendar Monthly Time Calendar
Month: 11 - November v Previous Month | Next Morth |

Year: 2012 v

O Reported Hours @ Payable Hours

Show Schedule Show Holidays Show Planned Overtime
Show Training Hours Show Symbols Show Exceptions

View Month

Monthly Time Calendar

Job Title

L L

PR ra— Student Worker | I I R

The Payable Hours view in the system shows the quantity of hours for which the person will be
paid. It reflects all adjustments made by the system. Employees can see this view.

Some additional codes; in the PAYABLE time when reviewing/calculating employees hours;
HOP = holiday pay

CE5 = the time and 'z (portion) for overtime pay shows up w/ CEP, then this is the time and 'z
so for 2.75 (CEP) this would show as 1.375 paid

CEP = comp time paid, this is the hours IE: 2.75 paid aft straight

CTE = comp time earned
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Payable Time Details
Access Payable Time Details in PeopleSoft:

PS_MMCGU on ASUHRTST 11/06/2012
Home | AddtoFavorites
Favovrites Main ylenu
Search Menu: @ Help
| 3
|M°"“ (3 ASU Customizations ’
Search: 1 Self Service 4
(1 Effort Reporting »
D My Favoril ) panager Self Service 1
Egsll:scus“ 3 Recruiting {1 Time Management
elf Senvi ] »
b EffortRep (1 Warkforce Administration 03 Job and Personal Infarma g I\:anage S;heduleds Excenti R
[ Manager (3 Benefits {3 Compensation and Stock pprove Time and Exceptions
D ReCiUiting ~ compensation 3 Leaming and Developmer (3 Report Time >
[ Workforce ) 1 View Time
3 Time and Labor (3 Performance Managemen X
[ Benefits ca| [E] Review Transactions [5 Manager Search Options [5] Monthly Time Calendar
> Compens (3 Payroll for North America [ Weekly Time Calendar
D Time and ~ Global Payrall & Absence Mgmt 4 i
I Z ; e ) [] Daily Time Calendar
b Global Pz ayroll Interfece [5] Time and Labor Launch Pad
[ Payroll Ini (3 Workforce Development » [ Payable Time Summary
DWorqurce (23 Organizational Development 4 (5 Payable Time Detail
P Organizat ) enterprise Learning » A Ti
[ Enterpris: o N [ Forecasted Time Summary
b Workforce () Workforce Monitoring [5] Forecasted Time Detail
D> Pension (3 Pension ' [5] compensatory Time
D Campus 3 Campus Community 4
b StudentR oy dont pecruitin N [5] Accumulators
[ Student A o g [5] overtime Balances
b Records : (1 Student Adrissions ’ [5) overtime Requests
0 Curticulul (3 Records and Enroliment 4 [] sbsence Request Histary
[ Financial P
b Student F E Eurncgltlm;l_rl\;‘lanagement : [5] Absence Balances

The Payable Time Detail view lists the status of an employee’s pay.
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1. Click on the Payable Time Detail link under the View Time menu.
2. After entering your search data, click Get Employees.

3. Click on the employee name you wish to view.

Payable Time Detail

Select Employee

Description Value

Group ID WQ
Ermpl ID [ e
Empl Red Nbr -
Last Name [—Q
First Name I—Q
Business Unit [ .
Workgroup [—Q
Position Number I—Q
. Clear Selection Criteria | Save Selection Criteria | Get Employees

Employees For Martha Steinacker

Hame Employee ID Job Code Job Description Business Unit  Location
Support Systems
172140 Analyst Senior uo10 TEMPE

GoTo: Manager Self Service
Time Management

Click on the calendar icon, and choose a date to view.
If needed expand the Paybable Status Filter and choose criteria.
Click the Refresh button.

N o o0~

View Payable Time Detail.
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Payable Time Detail

Employee ID:
Joh Title:  Support Systems Analyst Senior Employee Record Number: 0
'-flddl_’F Time Detail displayed for up to thirtyv-one days. There is no payabl‘ t%e Tir the date selected.
r J .

IStanDate: [0r31iz012 5] EndDate:  [11/06/2012 [}]]I(znefrefl

~ Payable Status Filter 5 |

Payable Status Filter ;
Payable Status Description

AP Approved

cL Closed

DL Diluted

ES Estimated

IG lgnare

NA Needs Approval

NP No Pay

FD Distributed

RP Rejected by Payroll

RV Reversed Check

SP Sentto Payroll

TP Taken by Payroll

SelectAll [ ClearAll

Payable Time
Time Reporting Elements || Task Reporting Elements

i I il l -
Date Status Reason Code E'::Ii Reporting Type Quantity Tal

Return to Select Employee

Correcting and Managing Time Exceptions

There are a few departments at ASU who do need to correct and manage time exceptions.
This needs to be done on a one-to-one basis working with the Payroll Representative for that
department. Contact your Payroll Representative for management of time exceptions.

DTA Policies

DTAs must maintain all records pertaining to time reporting, including approvals for paid time
off for 3 fiscal years.

If an employee's hours didn't get reported and the new pay period has started:

If an employee’s hours did not get reported and a new pay period has started, and if
the employee’s hours are within 120 days in the past, the hours can be reported then
approved by the DTA. If the hours are after 120 days a Payroll Action Request will need
to be submitted to pay the employee the hours worked.

To view a description of DTA responsibilities please go to URL:
http://cfo.asu.edu/fs-timereporting
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Employee Self Report Time and Leave

Employees can easily report their fime from My ASU. This is found in the upper right corner of
the My ASU screen. Employees can click on Time and Leave Reporting to report their hours.

My Employment 3 =
[ Time N Payroll [ ' - Benefits | ‘ Travel ‘ ' Manager |
Leave Type Taken This Year Scheduled Balance
Wacation 108.00 0.00 155.04
Sick 22400 0.00 150.22
Time and Leave Reporting l Payable Time >
Joh Openings > | HR Forms 7

When clicking on the Time and Leave Reporting link, they will see the screen below.

The Office of Human Resource message informs employees when they will be paid.

My ASU
Timesheet
Martha Steinacker Employee ID: 1000162965
Job Title: Designer Instructional (IT) Employee Record Number: 0
‘Date: 110572012 [ (2 Retresh | 2= Previous Week Mext Week ==

Reported Hours: 0.00 Hours Scheduled Hours: 0.00 Hours

Office of Human Resources Message

must be approved before 12 noon on Friday, Hovember 9, 2012 for
payment on Friday, Hovember 16, 2012.

From Monday 11/05/2012 to Sunday 1111/2012

Submit |

\
@ Reported Time Status - click to hide

=

ate Status Total Time Reporting Code Comments

0.000000

€ Reported Hours Summary - click to view
€ Balances - click to view

View Paycheck
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Approve Time via PeopleSoft Screens

For personal preference, or if My ASU is unavailable, you can access the time and labor
screens directly in PeopleSoft.

Open a web browser and go to https://hr.oasis.asu.edu for Human Resource processes.

Or, open a browser and go to https://cs.oasis.asu.edu for Student Records processes.
Login to Peoplesoft using your ASURITE ID and password.

m‘ ARIZONA STATE
UNIVERSITY

&- AAARRHH YE A PIRATEZ

ASU tracks illegal activity on its Internet seas
< - ?} learn more about file sharing: getprotected.asu.edu

Sign In

ASURITE User ID:  mmcguir| Activate or Requestan ID

Password: eessssssee Forgot ID / Password?

Sign In [J Remember My User ID

Need Help? Help Center

tem Statu ASU Hom Copyright Acceptable Use Priva

Navigate to the time and labor screen by clicking on these menus:

Manager Self Service > Time Management
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ASU mmecguirl on ASUCSPRD 11/06/2012

Favorites  Main Menu
Search Menu:
-~
I_ v Approve Time and Exceptions:
|Menu 3 ASU Customizations » See all of your employees —
Search: 9 Self Service » Approve time 1 employee at a time.
(1 Effort Reporting »
b My Favoril ) manager Self Service :
ggsll#gusﬂ 3 Recruiting (3 Time Management
elf servl ] Approve Time and Exceptions 4
b Effort Rep (3 Warkforce Administration 83 Job and Personal Informa PraEea - ,
b Manager [ Benefits {3 Compensation and Stock Report Time
b Recruiting 3 Time and Labor 4 Kisw Tims '
[> Workforce I fo h ) b Manager Search Options
b Benefits 3 Payroll for North America
P Time and (1 Workforce Developrnent »
b Payroll oI~ organizational Development 4
[ Workforce o c c it b
'~ Qumamizat. d_Campus Community

Report Time J

See employees with hours that need to

be approved. Approve all at once, or View Time

access individual timesheets. See hours submitted by all of
your employees at one glance
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Examples of Time Reporting Codes (TRCs) by Position Type
Houry TRCs

BEP - Bereavamant Leava Hourly
CAB - Call Back

CYH - Comp Tims Tzaken Hourly
A CTX-Comp Time Cfflicers
THOP - Holiday Pay Hourly

HOU - Unpzid Holida

JRP - Jury Duty Pay Hourly

MIP - Ltilitary Leave Pzy Hourly
PTP -Parenlal Lezawa Hourly
SCP - Sick Leave Hourly

SNP - Unpaid Sick

STB - Slandby Pay

UPH -Unpald Hours

VAH - \facation Hourly

VNP - Unpaid Yacation

Academic Professinal ACD

Time Reporting Code

BER - Bercavement Leave Exempt
JRY - Jury Duty Pay Exempt

IIL - Military Lezve Pay Exempt
PTL - Parental Leave Exempt

SCK - Sick Leavs Exempt

Student

G01 - Gammage Use Only I
G03 - Gammage Use Only

P01 - Payrall Use Only

P02 - Payrall Use Only

P03 - Payroll Use Only

STH - Student Hourly Regular'Wages

Salaried

BER - Bereavement Leave

JRY - Jury Duty Pay

MIL - Military Leave Pay

PTL - Parental Leave

SCK- Sick Leave

ULS - Unpaid Bnft Coordination-SAL
UNS - Unpaid Salaried

| USS - Unpaid Sick - Salaried

1 UVS - Unpaid Vacation - Salaried
VAC - Vacation

Al2

Time Reporting Code

BER - Bercavement Leave Exempt
JRY - Jury Duty Pay Exempt

IIL - Military Lezve Pay Exempt
PTL - Parental Leave Exempt

SCK - Sick Leavs Exempt
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Employment Definitions for PeopleSoft Implementation

Regular/Temporary Status:

Regular — a position which is considered to be part of the established staff compliment; will be
recurring from year to year.

Short Term Temporary — a position which is established to respond to a temporary increased
workload not to exceed 6 months in duration.

Long Term Temporary — a position which is established to respond to a femporary increased
workload due to additional short term project or special initiative needs which will extend 6
months or more, but not to exceed 2 years

Seasonal — a position which recurs during high (or peak) work or volume needs typically
associated with an established work schedule (can be either full or part time, as defined
above); assignment will be of a short duration (not fo exceed 5 consecutive months) and
occurs during the same time periods from year to year; may be employed as either full or part
time during the period in which they are required.

Full/Part Time:

Full Time - designated as working no less than 2,080 hours per fiscal year (40 hours per week, 52
weeks); 1,560 hours per academic year (40 hours per week, 39 weeks); representing a 1.0 FTE.
Seasonal staff can be defined as full fime during the period in which they are employed;
however they are not benefit eligible.

Part Time — less than a 1.0 FTE; if assignment is less than .5 FTE; not benefits eligible; greater than
.5 FTE but less than 1.0 FTE is benefits eligible.

PRN — (less than .1 FTE) a position that is established to provide additional staff on an as
needed basis due to unexpected staffing shortage to meet workload of area; not benefit
eligible; typically paid at a premium rate in recognition of the highly variable nature of the
assignment.
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